
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 
DEPARTPENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

FOR AGENCY USE 1. Agency Address 
pplication Date Department of Education 

Office of Vocational Education 

Atlanta, Georgia 
Division of Vocational Program - 

pplication Number 

~~ ~- __ _ _ _ _ _ _ ~ ~  

The Division of Vocational Program Management provides direct ion,  po l ic ies  and procedures 
f o r  development and delivery of Vocational Education; coordinates with local school systems 
and the federal  government i n  a l l  areas of vocational education including budget 
preparation; a l loca t e s  grant funds and approves disbursement; provides technical 
ass is tance in program development; provides l ia i son  and coordination in  planning and 
management of vocational programs; recommends c e r t i f i c a t i o n  standards and s t a f f  development 
a c t i v i t i e s .  

FOR RECORDS MANAGEMENT USE ~~~. 
Application Number 

SI-9ct -~ 
Managemenro,teReceivedReceiVd Date Completed - 

FEE 5 1981 I F E B  "*' - ~ ~~ ~ ~~~~ 

~- 
. Record Series Dercription This f i le contains the following documents (include form numbersand titles, ifany): 

Attach samples of the file. 

Documentsre'atingto: Evaluating Vocational programs a t  the local level and supervising 

included are: 

recanmended improvements. 

On-Site Team Evaluation Report; Approved Plan of Improvement; Evaluation 
Checklist; l ist of on-site evaluation team members; local vocational 
departmental pol ic ies ;  c l a s s  schedules; course out l ine;  interview ros te r ;  
Program Improvement Prof i le ;  and related correspondence. 

File isarranged: Numerically by  D i s t r i c t ;  thereunder alphabetically by system. 
~~~ - --  ~~~ ____ - ~~~~ - _ _ ~  ~ __ - ~~ ~ 

1. Monthly Reference Rate 

One to six months old 
How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

. ~- twenty-five months and older __ ~ ~ ~~. -.? r 

B. Annual Rate of Accumulation of Records 
;Other (specify) - Letter-size drawers ; Legal-size drawers ;Shelves- 

~~ ~ 

R--50-71: Rev. 76 (OM,) 



.. 
g. i s  the infotdation'contained in this series ever anal zed andlor recorded in a summarized report? 

- Jf yes, aJtach copy,_-On:Site Component bocational ~ Education System Annual Report 

-. . . __ 
% . .  

- __ .~ er Dfintout? . ' I  - 
1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
~. - .years. 

c. Federal law -years. f. Federal retention instructions - years. 

b. Statute of limitation years. e. Administrative need 5 

Attach copy or excert of laws or regulations. Explain admjnistrative need. 

-! 

, ,  

' I  

-. __-~-d.---~ ~ ~~ ~ ~ - ~- ~ 

2. Approved Disposition Instructions This agency recommends that the f i le series be cut off a t  the end of each: 
0 Calendar Year; '0 Fiscal Year; Ed Other S e e ~ ~ B e l P w  * --'-then, 

0 Hold in the current files area month(s1 year(s1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold ----yeads); then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
El Other (Specify) 

yeark); then 

, 

*upon rece ip t  of new plan o f  improvement. 

, i  

. .  
. .  

I I 

These instructions apply to al l  prior and future accumulations of the series. 

If explanation.) 


